
HOW TO PERFORM A MAIL MERGE (Microsoft Office 2007) 

 

I. Prepare your materials 
A. Have a form letter written with space left empty for the address and name (see the Guide to 

Resumes and Cover Letters, available as Tab 13 of the Professional Development Handbook). 
After the mail merge is complete, you can always go back and make any necessary minor 
customizations to individual letters before printing them. 

B. Create a spreadsheet with all the contact info you need. Create column headings as shown in 
Figure 1 below: 

 

Figure 1 

Note that in Figure 1, there are separate columns for First_Name and Last_Name, as well as 
columns for Prefix (you will have to include “Mr.” or “Ms.” in the inside address of the letter 
when addressing a letter to a non-attorney), Suffix (you will need “, Esq.” after the name in the 
inside address when addressing a letter to an attorney), and Courtesy Title (you will need “Mr.” 
or “Ms.” after  the “Dear” regardless of whether the recipient is an attorney). Of course, there 
are also columns for Title, Employer Name, and the various address fields. 

C. For the envelopes, we recommend that you purchase sheets of mailing labels as they work well 
with laser printers. You can attempt to print directly onto envelopes, but the chance of 
experiencing a paper jam or crooked printing is high when printing onto envelopes using large 
printers like the one in the Resource Library.  

D. When you buy a package of labels, choose a size that is large enough to fit a six-line address, but 
small enough to fit on your envelopes.  In the screenshots below, we have used Avery Labels 
#5162 as an example, but only as an example; if you can’t find #5162, you can certainly use 
other Avery label sizes.  (Avery, and other manufacturers, sell labels designed for laser printing 
and labels designed for inkjet printing; make sure you buy the right kind of labels for the printer 
you will be using. Also, Staples sells its own house-brand labels that are marked with the 
equivalent Avery “model number”; that’s important, because you will need the Avery model 
number when you set up your mail merge to create your labels. See Step III.H below.) 

II. Performing a Mail Merge to create your Letters 
A. Open your form letter in Word. 
B. On the menu bar, click Mailings. 
C. On the Mailings ribbon, click Start Mail Merge | Step by Step Mail Merge Wizard (see Figure 2 

below):  



 

Figure 2 

 

D. The Mail Merge Wizard will be displayed on the right side of the screen (see Figure 3 below): 

 

Figure 3 

E. In the Mail Merge Wizard, select Letters (see Figure 4 below): 



 

Figure 4 

F.  Click Next: Starting document at the bottom of the Wizard (see Figure 5 below): 

 

Figure 5 

G. In Step 2 of the Wizard, select Use the current document (since you already have your form 
letter open in Word) as shown in  Figure 6 below, then click Next: Select recipients at the 
bottom of the Wizard: 

 

Figure 6 

H. In Step 3 of the Wizard, select Use an existing list and then click Browse (see Figure 7 below): 



 

Figure 7 

I. The Browse link will open a file dialog; locate the spreadsheet containing your mailing list info 
and open it by clicking Open. 

J. After you click Open, you will see a dialog box like the one shown in Figure 8 below: 

 

Figure 8 

This dialog box will list all the spreadsheet pages in your Excel file.  In Figure 8, the mailing list 
info is in Sheet 1, so we’ve selected Sheet 1.  We have also checked off the box First row of data 
contains column headers. Then click OK. 

K. After clicking OK, you will see a dialog box like the one shown in Figure 9 below, listing all the 
rows of data (not including the row containing the column headings, because we checked off 
First row of data contains column headers in Figure 8) in your mailing list spreadsheet: 



 

Figure 9 

This dialog box allows you to choose which addressees in your mailing list will be included in this 
mail merge.  (Note that in Figure 9, there are only two addressees, and both are checked off; 
therefore, both will be included.) 

L. Note that the Wizard now indicates the name of your spreadsheet file, and the particular page 
within the file that you are using for your mail merge (in Figure 10, it is [Sheet1$] in the file 
“Mailing List for Mail Merge”): 

 

Figure 10 

The page and file used 
for your mail merge



M. At the bottom of the Wizard, click Next: Write your letter (see Figure 11 below): 

 

Figure 11 

N. In Step 4 of the Wizard, you will insert the necessary mailing list fields into the appropriate 
locations in your letter.  The Wizard will offer you the choices shown in Figure 12 below. Do NOT 
choose Address Block; that option will not provide the necessary degree of control over the 
fields that appear in the inside address of your letter. Instead, begin by placing your cursor in 
the form letter at the point where you wish the inside address to appear.  Then choose More 
items . . . (the last choice listed in Figure 12 below): 

 

Figure 12 

O. Clicking More items . . . will display a dialog as shown in Figure 13 below, allowing you to choose 
your mailing list fields individually: 

Choose “More items . . .” to 
insert your mailing list fields



 

Figure 13 

Double-click on each desired field, in the desired order, to insert them into your form letter. 
Once all the fields have been inserted into the document, you will have to manually insert line 
breaks, spaces and punctuation at the appropriate places. 

P. When you are done, your inside address should look like Figure 14 below: 

 

Figure 14 

Note that in Figure 14 there are spaces in between First_Name and Last_Name, there is a 
comma and a space after City, and spaces between State and Zip. You have to insert those 
manually; the Wizard won’t do that automatically.  However, no space has been manually 
inserted in between Prefix and First_Name.   The reason is that you want a space in front of 
First_Name only when you are using a Prefix (i.e., if you are addressing the letter to a non-
attorney); if you are addressing the letter to an attorney, there won’t be a Prefix and so you 
don’t want to include a space in front of First_Name.  To insure that a space appears in front of 
First_Name only when it ought to, use your cursor to select the Prefix field, then right-click on it 



to display the context menu, and choose Edit Field from the context menu (see Figure 15 
below): 

 

Figure 15 

That will display a dialog box as shown in Figure 16, allowing you to customize the Prefix field: 

 

Figure 16 

Note that in Figure 16, we have checked off Text to be inserted after: and typed a space in the 
text box to the right. This will cause the Prefix field to be followed by a space only when the 
Prefix field is included.   

Q. Type “Dear” in the appropriate place in your form letter if it isn’t there already, then click More 
items . . . again; in the dialog box that appears, double-click Courtesy Title to insert it after the 
“Dear” and then double-click Last_Name to insert it after Courtesy_Title. When done, it should 
look like Figure 17 below: 



 

Figure 17 

Note that in Figure 17 there is a space after “Dear” and after Courtesy_Title and a comma after 
Last_Name. 

R. At the bottom of the Wizard, click Next: Preview your letters to see how the merged letters will 
look once the fields are replaced with actual data (see Figure 18 below): 

 

Figure 18 

S. When previewing your letters, the Wizard will allow you to scroll through your entire mailing 
list, one row at a time, to see how each recipient’s letter will look (see Figure 19 below): 

 

Figure 19 

You can also click Exclude this recipient if you don’t want to include a particular recipient in the 
final mail merge. 

T.  In our example, there are only two recipients in our mailing list; Figures 20 and 21 show the 
previews for those two letters: 

Use the double-arrows to 
move back and forth 
through your list of 

recipients



 

Figure 20 

 

Figure 21 

 

Note that in Figure 20, attorney Smith has “, Esq.” after his name, while in Figure 21 layperson 
Jones does not. Note also that in Figure 21 layperson Jones has “Mr.” in front of his name in the 
inside address, while in Figure 20 attorney Smith does not.  On the other hand, both of them 
have “Mr.” in front of their names in the Salutation. 

U. Finally, click Next: Complete the merge at the bottom of the Wizard (see Figure 22 below): 

 

Figure 22 

V. In Step 6 of the Wizard, you will be given the option to send the result of your mail merge to a 
printer, or to a brand new Word document containing all the letters.  DO NOT send the merge 
directly to a printer.  Instead, click Edit individual letters (see Figure 23 below) to create a new 
Word document containing all the letters.   



 

Figure 23 

W. Choosing Edit individual letters will display a dialog box as shown in Figure 24 below, allowing 
you to choose which recipients’ letters will be included in the newly-created Word document.  
We recommend choosing All and then removing any unwanted letters from the new document 
before you print it: 

 

Figure 24 

X. Word will then perform the mail merge and create a new document in which each page 
represents a letter to an individual recipient. You can then save that Word document, and edit 
the individual letters as necessary before printing them.  

III. Peforming a Mail Merge to create your Mailing Labels 
A. Start Word. 
B. On the menu bar, click Mailings. 
C. On the Mailings ribbon, click Start Mail Merge | Step by Step Mail Merge Wizard (see Figure 2 

above). 
D. The Mail Merge Wizard will be displayed on the right side of the screen (see Figure 3 above). 
E. In the Mail Merge Wizard, select Labels (see Figure 25 below): 

Click “Edit individual 
letters” to create a new 
document containing all 

merged letters. 



 

Figure 25 

F. Click Next: Starting Document at the bottom of the Wizard (see Figure 26 below): 

 

Figure 26 

G. In Step 2 of the Wizard, select Change Document Layout and then click Label Options (see 
Figure 27 below): 

 

Figure 27 

H. In the Label Options dialog box, choose the model number of the labels you are using. In this 
case, we are  using Avery #5162 as an example (see Figure 28 below), but you can use any Avery 
label (or equivalent Staples label) that is a suitable size and that is listed in the Label Options 
dialog: 



 

Figure 28 

I. Click OK and Word will create a blank document formatted for the label type you have selected 
(see Figure 29 below): 

 

Figure 29 

J. At the bottom of the Wizard, click Next: Select Recipients (see Figure 30 below): 



 

Figure 30 

K. At the top of the Wizard, choose Use an existing list then click Browse to locate the spreadsheet 
containing your mailing list – which should be the same spreadsheet you used to create your 
mail-merged letters in Part II. 

L. Follow the instructions in paragraphs II.J through II.L above to make sure you have selected the 
right records for inclusion in your mail-merged labels. 

M. At the bottom of the Wizard, click Arrange your labels (see Figure 31 below): 

 

Figure 31 

N. Insert your cursor at the top of the first label on the page, then click More items . . .  in the 
Wizard (see Figure 32 below): 

 

Figure 32 



O. Follow the instructions in paragraphs II.O through II.P above to insert the appropriate mail-
merge fields into that first label (see Figure 33 below): 

 

Figure 33 

P. Now click the Update all labels button in the Wizard (see Figure 32 above) to replicate the 
layout of mail-merge fields in all the remaining labels on the page; the results should resemble 
Figure 34 below: 

 

Figure 34 

Q. At the bottom of the Wizard, click Next: Preview your labels to see what the page of labels will 
look like after the merge is completed (see Figure 35 below for a sample): 



 

Figure 35 

R. Note that the sample shown in Figure 35 only has two labels filled in because the spreadsheet 
only had two addressees;  if you have a longer mailing list, the labels would fill the page and as 
many additional pages as necessary to accommodate all the addressees in the spreadsheet. 

S. You can scroll through the labels using the double-arrows in the Wizard (see Figure 36 below): 

 

Figure 36 

T. Finally, click Next: Complete the merge to produce your labels (see Figure 37 below): 

 

Figure 37 

U. As with your mail-merged letters, you will be given the option to send the result of the mail 
merge to a printer, or to a brand new Word document containing all the labels.  DO NOT send 
the merge directly to a printer. Instead, click Edit individual labels (see Figure 38 below) to 
create a new Word document containing all the labels. 



 

Figure 38 

V. Choosing Edit individual labels will display a dialog box as shown in Figure 39 below, allowing 
you to choose with labels will be included in the newly-created Word document. We 
recommend choosing All. 

 

Figure 39 

W.  When you click OK, Word will perform the merge and create a new document containing labels 
for each addressee in your spreadsheet. Save that Word document and edit any of the labels as 
necessary before sending them to the printer. 


